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NUTICE. APPLICATIONS MAY BE REFEREED TO THE RATING ENTITY A MINIMUM OF SIXTREN {16 CALENDAR DAYS AFTER OPENING DATE

NONBARGAINING UNIT POSITIONS ONLY. CANDIDATES WHOSE PRESENT PROMOTION POTENTIAL DOES NOT EXCERD THE POTENTIAL OF THIS VACANEY MAY NOT BE SUBJECT TO RATING PROCEDURES AND MAY
BE REFERREN DIRECTLY TO THE SELECTING QFFICLAL

DUTIES OF POSITION (1f this position is announced ar multiple grade levels, these doiies describe the full performiance fevel, at lower grade levels the duties may very stightly and will be performed wnder sontevhiar
claser supervision.)

Provides administrative and supporting services in the conduct of Freedom
of Information Act (FOIA) and Privacy Act (PA) programs. Processes FOIA
and PA requests and reviews requested records. Assists in developing
procedures and providing guidance and assistance to all offices regarding
FOIA and PA activities and performs related sgstaff assignments.

QUALIFICATIONS REQUIRED (if the position is annowaced ai mialtiple grade levels, these qualifications deseribe the full performance level, unless otherwise specified. The position description, inumediale
supervisor, andior NRC Manual chapier and Appendix 4108 can be consulied for more detailed qualification requivements andior iiverpretation of qualifving esperience.)

Candidates must have at least one year of specialized experience at the
next lower grade level, or eguivalent.

SPECIALIZED EXPERIENCE is experience that has equipped the candidate with
the necessary knowledge, skill, and ability to provide administrative and
supporting services in the conduct of the Freedom of Information Act
(FOIA) and Privacy Act (PA) programs.

RATING FACTORS {Applicants are sirongly encouraged 10 submit @ statement addressing the Raving Usted below.)

* APPLICANTS MUST ADDRESS RATING FACTORS.

* EXPECTATIONS OF APPLICANT’S ABILITY BELOW GRADE 12 WILL BE ADJUSTED
ACCORDINGLY.

*  APPLICANTS SHQULD SPECIFY THE GRADE LEVEL(S) FOR WHICH THEY WISH TO
BE CONSIDERED. FAILURE TO SPECIFY WILL RESULT IN CONSIDERATION ONLY
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RATING FACTORS - CONTINUED

AT THE HIGHEST GRADE QUALIFIED.

1. Knowledge of the Freedom of Information Act {(FOIA), Privacy Act (PA),
and knowledge ©of NRC’s organizational structure.

(EXAMPLE: Describe specific experience, training, and developmental
agsignments which demonstrate your knowledge of and ability to apply the
provisions of the FOIA and Privacy Act. Provide examples of assignments
which reflect your understanding of NRC’'s organizational structure.
Provide examples of assignments which reflect your knowledge of agency
policies and procedures for processing FOIA/PA requests. Provide
examples of assignments which reflect your ability to locate and review
records in response to FOIA/PA requests.)

2. Ability toc communicate effectively, both orally and in writing.

(EXAMPLE: Describe specific work experience, education, and training
which demonstrates your ability tc communicate both orally and in
writing. Describe the kind of information that was provided and for what
purpose {(e.g., gtatuse of work assignments, information regarding
adminigtrative policies and procedures). Describe the kind of original
writing you have done.

3. Ability to interact effectively with a variety of individuals.

(EXAMPLE: Describe the various levels of individuals you routinely
interact with and for what purpose. Describe situations that required
vou to use tact, diplomacy, and negotiation skills to achieve cocoperation
and develop consensus. Describe specific situations that required you to
work within a team environment. What technigues do you use to develop
effective working relationships?)

4. Proficiency with computer applications such as word processors,
spreadsheets, databases, and ADAMS.

(EXAMPLE: Describe specific work experience, training, and
accomplishments which demonstrate your knowledge of and ability to
utilize microcomputer-based word processing, spreadsheets, and data
manhagement systems. What specific software have you used and for what
purpose? Describe your experience developing, maintaining, or using
automated information management systems. Describe your experience using
ADAMS. Describe any specific experience you have using automated systems
to track and report information.)

CONTINUED CON NEXT PAGE
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RATING FACTORS - CONTINUED

5. Ability to identify issues and problems and to assist in determining
priorities and recommending solutions.

(EXAMPLE: Describe work experience, training, and accomplishments which
demonstate your ability to identify issues and problems. Describe your
experience in working with management to establish priorities and to
aseist in recommending sclutions teo issues and problems.)

NOTE: Breadth, recency, and length of experience in the field; training,
awards and commendations; past and current performance; and community or
outside professional activities will be considered as they relate to each
of the above rating factors to determine the level of knowledge, skill or
ability of candidates.

PLEASE SUBMIT FOUR COPIES OF SF-171, OF-612, COR RESUME, STATEMENT
ADDRESSING RATING FACTORS, AND ¥YOUR MOST RECENT PERFORMANCE APPRAISAL
TO: JILL SOLAN, T-2-D32.

NOTE: REASONABLE ACCOMMODATIONS WILL BE MADE FOR QUALIFIED APPLICANTS OR
EMPLOYEES WITH DISABILITIES, EXCEPT WHEN DOING SC WOULD POSE AN UNDUE
HARDSEIP ON THE EMPLOYING AGENCY.

EXECUTIVE AGENCIES ARE PROHIBITED FROM ACCEPTING OR CONSIDERING
APPLICANTS FOR COMPETITIVE APPOINTMENTS OR POSITIONS BASED ON POLITICAL
RECOMMENDATIONS FROM MEMBERS OF CONGRESS, CONGRESSIONAL EMPLOYEES,
ELECTED STATE OR LOCAL GOVERNMENT OFFICIALS, AND POLITICAL PARTY
OFFICIALS. SUCH OFFICIALS MAY ONLY SUPPLY STATEMENTS REGARDING THE
CHARACTER AND RESIDENCE OF THE APPLICANT.




